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Contract terms 
Privacy contract 


Job Duties 
O/N Product type Price Quantity Value 
5 | Dishwasher 8000 5 | 40000 
4 | Vacuum cleaner 5500 4 | 22000 
3 | Computer 18000 3 | 54000 
1 | Refrigerator 10000 2 | 20000 
2 | Washing machine 6000 2 | 12000 
6 | Freezer 5000 2 | 10000 
TOTAL 158000 


Ex 16 Solution: 
. Insert a table: 


Go to the Insert tab on the ribbon. 
Click on the Table button. 
Select a 5x8. 


. Format the table: 


Merge the cells in the first row to create a single header cell that spans across 
all six columns. 

Type the text "O/N" in the first cell, "Product name" in the second 

cell, "Price" in the third cell, "Quantity" in the fourth cell, "Value" in the fifth 
cell, and "TOTAL" in the sixth cell. 

Merge the cells in the last row by selecting them and then after right click and 
select Merge cells to create a single cell for the total stock value. 


. Enter data: 
Enter the price for each product in the corresponding cell in the Price column. 


Enter the quantity for each product in the corresponding cell in 
the Quantity column. 
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. Perform calculations: 


To calculate the stock value for each product, multiply the price by the 
quantity. 

Enter the formula =Price*Quantity in the Value cell for the first product 
(Refrigerator). 

Copy the formula down (Ctrl+C and then Ctrl+V) to the other Value cells. 
To calculate the total stock value, sum the values in the Value column. 
Enter the formula =SUM(E2:E6) in the TOTAL cell. 


Ex 18 Solution: 


. Select the entire table. 

. Click on the Layout tab in the Table Tools ribbon group. 

. In the Data group, click on the Sort button. 

. In the Sort dialog box, under Sort by, choose the Quantity column. 
. Click on the Descending option. 

. Make sure the My data has headers checkbox is selected. 

. Click on OK. 


Stimate domn, stimata doamna , Marin Mihaela 

Locul nasterii Chisinau, la data de 01.08.1980 

Va informam ca salariul Dvs. de 1200 a fost majorat cu 30%. 
Cu respect, 

Sef Resurse Umane 
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Schema unui process este: 
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YXolution: 


1. Open Microsoft Word and create a new document titled "Process 
Schema." 
. Navigate to the "Insert" tab. 
. Click on "SmartArt" in the "Illustrations" group. 
. Select a SmartArt graphic that fits your process schema. 
. Enter text and data for each element by double-clicking on the SmartArt 
graphic. 
6. If needed, insert specific shapes or elements by going back to the 
"Insert" tab. 
7. Click "Shapes" in the "Illustrations" group. 
8. Choose the appropriate shape tool and draw it on the document. 
9. Add text or labels to describe each shape's role in the schema. 
Arrange all elements to visually represent the process schema effectively. 
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Problem 21 
Name oe The city The country Function 
Andrew Jones | 13 Apr 1976 London UK Prosecutor 


Republic of 
Moldova 


John Popescu | 21 Dec 1975 Chisinau Secretary 


Name 
Andrew Jones 


John Popescu 


Solution: 


Date of Birth The city 


13 Apr1976 London 
21 Dec 1975 Chisinau 
Secretary 


The country Function 


UK 


Prosecutor 


Republic of Moldova 


1. We select the table that we created. 
2. In Table Tools in Layout we select Convert to text. 
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3. Click Ok. 
Problem 22 
Solution: 
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1. In the "View" tab, locate the "Window" group. Click on the "New 
Window" button. This action opens a new window displaying the same 
document. 


. If you need more than two windows for the same document. Each time 


you click "New Window," Word opens another window displaying the 
same document. 


. Select the ” View side by side” 
. If you need them synchronized, tap the ”Synchronous Scrolling”, if not 


deselect it. 


. In case you want to see the horizontally select the ” Split” 
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4. Ga you eu nue wan OU winuuwo LUI wt oam vvutat. Lavu We yuu vuuan ive 
Window," Word opens another window displaying the same document. 

3. Select the” View side by side” 

4. Ifyou need them synchronized, tap the ”"Synchronous Scrolling”, if not deselect it. 

5. Incase you want to see the horizontally select the ’Split” 


1. In the "View" tab, locate the "Window" group. Click on the "New Window" button. This 
action opens a new window displaying the same document. 

. Ifyou need more than two windows for the same document. Each time you click "New 
Window," Word opens another window displaying the same document. 

4 3. Select the’ View side by side” 

. If you need them synchronized, tap the Synchronous Scrolling”, if not deselect it. 

5. Incase you want to see the horizontally select the *Split’| 
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Problem 23 


Solution: 


1. Open both of the files that you want to compare. 
2. On the View tab, in the Window group, click View Side by Side. 
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Window Macros 


e To scroll both documents at the same time, click Synchronous Scrolling 
in the Window group on the View tab. 

e Ifyou don't see Synchronous Scrolling, click Window on the View tab, 
and then click Synchronous Scrolling. 

e To close Side by Side view, click View Side by Side in the Window 
group on the View tab. 
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Problem 23 
Solution: 


1. Open both of the files that you want to compare. 
2. On the View tab, in the Window group, click View Side by Side. 
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Synchronous Scrolling 
New Arrange Split 
Window All 


T) Reset Window Position 


Window Macros 


group on the View tab. 


Synchronous Scrolling. 
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Macros 


e To scroll both documents at the same time, click Synchronous Scrolling in the Window 
e Ifyou don't see Synchronous Scrolling, click Window on the View tab, and then click 


e To close Side by Side view, click View Side by Side in the Window group on the View tab. 
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A Problem 11 
2 Solution: 
7 1. Create New Document: Open Microsoft 
- Word and start a new document. 
2. Set Paper Size to A5: Go to the "Page 
7 Layout" tab. Click on the "Size" dropdown 
menu in the "Page Setup" group. Select 
i "More Paper Sizes..." from the bottom of 
m the list. In the "Page Setup" window, choose 
"A5" under "Standard sizes". Click "OK" 
E to confirm. 
3. Set Margins: While still in the "Page 
a Setup" window, navigate to the "Margins" 
section. Set the "Left" margin to "3.2 cm". 
Set the "Right" margin to "4 cm". Set the 
A "Top" and "Bottom" margins to "2.54 cm" 
: each. Click "OK" to confirm. 
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